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Interview Guide: School Supply Clerk — GS-06
Grafenwoehr Elementary School (GES) — DoDEA Europe East
	Interviewer Instructions
This guide is structured to assess whether the candidate has genuine, job-alike experience in the three core competencies required for the School Supply Clerk position: (1) tracking and ordering supplies, (2) managing a yearly supply budget, and (3) assisting with purchase card program oversight.
Scoring emphasis: Prioritize specific, real examples. Vague or buzzword-heavy answers with no concrete scenario, system, or outcome should score 1–2. A candidate who can walk through what they actually did, who they coordinated with, what tool or system they used, and what the result was is demonstrating genuine experience.



	Q0.  Tell us a little about yourself and why you are seeking the SSA position at Grafenwoehr Elementary.

	→  Interviewer: Listen for a desire to apply specialized skills in an area of interest. Engagement with the community and being a part of a larger community organization

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



Block 1 — Supply Tracking & Ordering  (5 Questions × 4 pts = 20 pts)

	Q1.  Walk me through a typical supply order you initiated. What triggered the need, what did you do, and what happened next?

	→  Interviewer: Listen for a real, end-to-end process: a trigger (low stock, request from staff), a system or form used, an approval chain, and a follow-through step. Vague answers like 'I kept things organized' with no specifics are a red flag.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  

	Q2.  What method or system did you use to track stock quantities and decide when to reorder?

	→  Interviewer: Expect specifics: a spreadsheet, inventory software, reorder threshold, or physical log. 'I kept track of it' without naming a system or method suggests fabrication. Bonus if they mention error-checking or auditing their own counts.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Q3.  Describe a time you had a shortage or supply problem you didn't catch in time. What happened and how did you handle it?

	→  Interviewer: Real experience includes mistakes. A polished, problem-free answer is a yellow flag. Look for honest recall of what went wrong, who was affected, and what they changed. Fabricated experience tends to skip failure entirely.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Q4.  You mentioned barcoding assets and validating serial numbers against order documentation. Walk me through what that process actually looked like day-to-day — equipment, forms, what you did when numbers didn't match.

	→  Interviewer: This is a practical knowledge probe. Real experience here should include tactile detail: the kind of scanner, the form or log used, a discrepancy resolution process. Generic descriptions like 'I matched the numbers' without any process detail suggest the bullet was embellished.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Q5.  In a school, many supplies are shared across 20+ staff members with varying needs. How have you managed competing supply requests or prioritized limited stock?

	→  Interviewer: Look for experience managing multiple stakeholders with competing needs under constraints. This may be a stretch for a media production role; the answer reveals how well the candidate maps prior experience to this context honestly.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



Block 2 — Purchase Card Program  (3 Questions × 4 pts = 12 pts)

	Q6.  Your resume says you 'supported oversight of the purchase card program.' Were you the cardholder, the approver, or in another role — and what exactly did that support look like?

	→  Interviewer: This question intentionally gives him room to self-define. 'Supported oversight' is vague by design on the resume. Honest candidates will scope it accurately (e.g., 'I submitted receipts'). Watch for inflation of role. A media company cardholder program is a very different scale than a federal P-card program.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Q7.  What kinds of compliance issues or errors can come up with a purchase card, and have you ever caught or dealt with one?

	→  Interviewer: Look for working knowledge: split purchases to avoid limits, prohibited item categories, missing receipts, reconciliation errors. Generic 'I made sure everything was compliant' answers with no example suggest surface-level familiarity at best.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Q8.  Federal purchase cards have strict rules about authorized categories and spending limits. How did you ensure purchases stayed within policy in your previous role?

	→  Interviewer: Look for policy-specific awareness, not just bookkeeping instincts. Even if their prior role was private-sector, a strong candidate will describe a concrete mechanism: a pre-approval step, an authorized items list, or a supervisor sign-off process.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



Block 3 — Budget Management  (3 Questions × 4 pts = 12 pts)

	Q9.  You managed an annual videography supply budget. What was the approximate size of that budget and how did you track spending throughout the year?

	→  Interviewer: Realistic scale for a media supply budget at a private martial arts company is roughly $5K–$25K. Watch for inflation. Tracking method should be named: a spreadsheet, a software tool, a running total in Outlook. 'I just kept track' is insufficient.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Q10.  What did end-of-year budget reconciliation look like for you — who did you report to and what documentation did you produce?

	→  Interviewer: Real budget management produces an artifact: a report, a spreadsheet summary, a meeting with leadership. If they cannot describe the output or who reviewed it, the budget management claim may be exaggerated.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



Block 4 — Resume Integrity & Core Job Probe  (3 Questions × 4 pts = 12 pts)

	Q12.  Your title was Senior Digital Media Producer. Help me understand: was managing inventory and supplies your primary responsibility, or was it a secondary part of a media-focused role?

	→  Interviewer: This is the central integrity question. Give him the floor to self-define. Honest candidates will acknowledge the media production was primary and supply management was secondary. Watch for over-claiming. The answer sets the credibility tone for everything prior.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  






Block 5 — School & DoDEA Context Fit  (2 Questions × 4 pts = 8 pts)


	Q16.  In this role, you will often be the sole person managing materials for 40+ staff members under federal purchasing rules with limited budget. How have you handled being the single point of accountability for a compliance-sensitive function?

	→  Interviewer: Look for comfort with independent accountability and realistic self-awareness about the stakes. This also allows you to gauge whether the candidate understands the compliance environment of a federal school versus a private company.

	Candidate Notes:






	Score:

4 — Exemplary
Specific, real example with measurable detail; matches role requirements exactly.
3 — Proficient
Clear example with relevant experience; minor gaps in specificity.
2 — Developing
General or vague response; experience adjacent but not directly aligned.
1 — Insufficient
No real example given; buzzword-only or fabricated-seeming answer.
Circle Score:    1      2      3      4  



	Closing Integrity Probe (Unscored)
"Is there anything on your resume you’d like to clarify or add context to — either because the wording doesn’t fully capture what you did, or because the scope was different from how it reads?"
What to listen for: This low-pressure invitation sometimes surfaces important corrections voluntarily. Candidates who proactively clarify scope tend to be more trustworthy than those who double down on every bullet. The absence of any clarification is not itself a red flag — but the nature of any corrections offered is revealing.
Notes:







Scoring Summary

	Section
	Max
	Earned

	Block 1: Supply Tracking & Ordering
	20
	____

	Block 2: Purchase Card Program
	12
	____

	Block 3: Budget Management
	12
	____

	Block 4: Resume Integrity / Core Job Probe
	12
	____

	Block 5: School / DoDEA Context Fit
	8
	____

	TOTAL SCORE
	64
	____




	Interviewer information                                                   Candidate: Alec Sprinkle


Name:  


Interviewer Signature: _________________________________    Date: _______________



